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*Property Search $15.00 Fee 
For Office Use only: 

Receipt # ________________________________________________ Date ______________________________________________________ 
 

Govern checked for records by:_______________________ Search sent to Records Mgmt by:_______________________ 
                             (Building Department)                         (Building Department) 
 
 
 
 
 
 

 Notification of F.O.I.L. request status will made within 5 working days of original request date. 
 Whenever copies are requested: 
 Person requesting copies must go through the file and 

indicate which documents need to be photocopied. 
 The fee for said copies is due at time the file is reviewed. 

 

BUILDING DEPARTMENT PROPERTY SEARCH REQUEST FORM 
 
** THIS FORM MUST BE FILLED OUT CONTAINING THE CORRECT INFORMATION. INCORRECT OR 
INCOMPLETE INFORMATION MAY RESULT IN DELAYS IN PROCESSING YOUR REQUEST.**  
 
Date of Request: _____________________    E-Mail Address:_________________________________________________ 
 
Suffolk County Tax Map Number:  473689-______________.__________-____________-___________._____________ 
 
Property Address: _______________________________________________________________________________________ 
 
File requested by: __________________________________ Phone #: _(_____)_________________________________ 
 
Mailing Address: _________________________________________________________________________________________ 
 
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
PLEASE CHECK ALL THAT APPLY: 
 

 Please provide me with copies of these specific certificates: (Please list CO or CC numbers) 

_____________   _____________  _____________  _____________  _____________   

 I wish to view the entire file (without plans) in the Southampton Building Department.  

 I wish to view the plans along with the file.  

 I subscribe to Land Manager GIS. Please scan documents. (no copies will be provided). 

 I wish to have scanned documents e-mailed. 

 Additional info/comments: ______________________________________________________ 

*If the property search results in no records being found and there are structures on the property, the 

structures were either built after 1957 without a building permit or the structures may have been built prior 

to 1957 when permits were not required.  (Permits were not required until October 14, 1957 when the building 

and zoning code came into effect.)  If the structures were built after 1957 without a building permit, it is 

necessary to file a building permit application to legalize the structures.  If the structures were built before 

October 14, 1957 you may file an application for a pre-existing certificate of occupancy. 

For Records Management Use only: 

Search is being returned for the following reasons: 
o Requested items were imaged on: ____________________. 

o Requested items are not stored in the Records Center. (See Building Department) 

o Additional comments:______________________________ 

TOWN OF SOUTHAMPTON 
 
 
 
 

A N N A  T H R O N E - H O L S T  
T O W N  S U P E R V I S O R  

For Cashier Use Only:   Cash   Check 
 

Total $ Copies: ______________ 
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